
Pearson Inform 
Score Entry for Students Not Assigned To You 

Step-By-Step Guide 
 
These directions are for situations where you want to enter scores for students not assigned 
specifically to you. 
 
Overall Tip: 

 Make sure pearsoninform.com is an exception for your pop-up blocker. 
 

Step-by-Step Directions: 
 
 

1)  Go to http://mansfieldct.org/inform and login. 
 
 
 
 

 

 (It is the same as your school 
computer username & 
password.) 

 
 
 
 
 
 
 
 
 
 
2) Click the “Context” icon at the top of the screen (see red circled icon in screenshot below). 

 
 

You will then see a window on the left where you can navigate to the list of teachers 
currently in each school: 

 
 

 
 
 
 
 
 
 
 
 
 

[Directions continued on next page…] 
  

http://mansfieldct.org/inform


In order to enter scores for students, you need to pick a teacher currently assigned to 
those students. Here are some potential scenarios: 

 

 Scenario: A grade level teacher at your school is unexpectedly absent and you are going 
to enter her scores for her current students. For this scenario, simply double click on the 
name of that teacher. 
 

 Scenario: You want to enter scores for students currently from one elementary school 
assigned to different classes. For this scenario, simply double click on the name of the 
Physical Education teacher and you will get all of the students currently in that school. 
 

 Scenario: You want to enter scores for students from a test taken last school year at an 
elementary school. For this scenario, simply double click on the name of the Physical 
Education teacher and you will get all of the students currently in that school. BUT, if 
some of those students were in 4th grade last year, then you’ll need to pick teachers at 
the Middle School since the students are no longer currently at the elementary school. 

 
 
3)  Click on the STUDENTS TAB (see below), and then click the score entry icon (see below). 

 

 
 
 
 
 
 
 
 
 
 
 
 

 (score entry icon) 
 
 
 
 
 
 
 

4)  Pick the year, grade level, and the test you want to enter. 



5)  Click the   pencil icon under the title for the score column and then enter in the scores. 
      If a student didn’t take the test, then leave the score blank. 
 
 
 
 

 Click pencil 
icon to unlock 

 
 

Most assessments have just one score that you enter into the system; if you happen to be entering in 
an assessment that requires you to input multiple scores (for example, the “P.A.S.T.” reading 
assessment), you’ll see multiple columns to enter in scores. 

 

 
 

 REMEMBER to click the “save” button every few minutes to be 
sure you don’t lose anything if your connection times out. This is 
important! 

 
 
 
 
 
 
6)  When done with your first test, click the “save” button one last time and then click the “lock” icon. 
 
 
 

Lock 
icon 

 
 

 

 

 

 

7)  Now you’re done! You can click on the TEST RESULTS TAB to look at scores. 

 

 

 


